Plain Talk..

This flow chart is an example of the process the Plain Talk Team may use when working with staff to
rewrite agency documents. We understand each project will be unique and plan to adjust the process
where necessary to meet the individual project goals.

A key player in this process is the Project Point Person. This will be a representative from the
program with subject expertise and decision-making authority for the project. Their role also includes
identifying all the right people to involve in the rewrite. The Project Point Person will usually be at the

section manager level.
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Document rewrite

* Plain Talk Team and program staff rewrite the
document(s)

* Program staff gather feedback from coworkers

* Feedback is incorporated into the document(s)

A

Approval

* Rewrite team, and the Project Point Person,
approves document for usability testing
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Usability Testing

* Usability test is designed and implemented with
program input

* Document(s) is revised based on results from
usability test
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Approval

* Rewrite team, and the Project Point Person,
approves document for implementation
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Implementation

* Program staff implement new document(s)
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Track success

* With the help of the program, the Plain Talk
Team tracks success of new document(s)




